The following process will guide you through setting up your

Documentum repository access:

1. Login to the NCID Site:

3 NCID Login Page - Microsoft Internet Explorer
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2. Click the "Update User Account” button.

) Welcome Danny R Bronson - Microsoft Internet Explorer
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NCID Links
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= Change Password & Welcome Danny R Bronson
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account infermatien, click the Update User Acct button. Otherwise, click
on a link from the men,
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3. Click on "Group Manager” under the

Select Application
dropdown box.

2 COREid Group Manager - Microsoft Internet Explorer.
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4. Click "Manage Subscriptions” to view and edit your current
subscriptions.

2) COREid Group Manager - Microsoft Internet Explorer
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5. The following page appears. Check the box beside the group
named “ITS-EDM-Users”.

Group Manager - Microsoft Internet Explorer.

Fle Edi tiew Favorites Tooks Hep

Qe - () |ﬂ @ ,h /:]Search \;:\?Favontes &

adess | €] https:fincid.n nter.c Go Lk
Logged in User: Danny R Bronson
e Group Manager | Select Application 2 elp | About | Logout
MyGroups  Reparts  Greata Group Requests  Configuration
search | Group Neme | Thet Contains |

Results ) Advanced | | Back o Welcome Page

Groups For Subscription

orou name Ly e Group Tyge

[J DHHS-NCIR-Users-WWiLW-2772
[JDHHS-NCIR-Users WEAU-WILL
[JDHHS-NCIR-Users- TOUS-WEAT
[J DHHE-NCIR-Users-STOD-TOUR
[JDHHS-NCIR-Users-SMAX-STOC
[J DHHS-NCIR-Users-SACS-SMAW
[JDHHS-NCIR-Users-REPS-SACR
[JDHHS-NCIR-Users-PHIM-REPR
[J DHHE-NCIR- Users-ODEM-PHIL
[JDHHS-NCIR-Users-MONS-ODEL
[JDHHS-NCIR-Users-MCCP-MONR
[J DHHE-NCIR-Users-LOFU-MCCO
[JDHHS-NCIR-Users-KIRL-LOFT
[J DHHS-NCIR-Users-JOAO-KIRK
[JDHHS-NCIR-Users-HOUD-JOAN
[JDHHS-NCIR-Users-HAY O-HOUG:
[J DHHE-NCIR-Users-GROE-HAYN
[JDHHS-NCIR-Users-GANU-GROD
[J DHHS-NCIR-Users-EURZ-GANT
[JDHHS-NCIR-Users-DETX-EURY
[JDHHS-NCIR-Users-COW.-DETW
[ DHHE-NCIR-Users-CHAW-COWI
[JDHHS-NCIR-Users-BUCL-CHAY
[J DHHS-NCIR-Users-BOKF-BUCK
[JDHHS-NCIR-Users-BALE-BOKE

[JDHHS-NCIR-Users-, BALD
ITS-EDM-Users

] 2 @ rremet

NCID ECM Self Registration Instructions.doc 5 12/4/2007



6. Click the “"Save Subscriptions” button.

3 COREid Group Manager - Microsoft Infernet Explorer

Fle Edt ‘iew Favorites Tools Hep ]
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Legged in User: Danny R Bronson
HeID Group Manager | Select Application |l | About | Logout
My Groups. Reports  CreateGroup v I Configuration

Search [Group Mame | That Contains ] Results (D) Advanced

Groups For Subscription

fGrowp Name _________________________________lAgencyMName Group Type Description _______[Adminisirators

[JDHHS-NCIR-Users-WILW-2777
[JDHHS-NCIR-Users WEAU-WILL
[J DHHE-NCIR-Users-TOUS-WEAT
[JDHHS-NCIR-Users-STOD-TOUR
[J DHHS-NCIR- Users-SMAX-STOC
[JDHHS-NCIR-Users-SACS-Shiiwy
[JDHHS-NCIR-Users-REPS-SACR
[ DHHE-NCIR-Users-PHIM-REPR
[JDHHS-NCIR-Users-ODEM-PHIL
[J DHHS-NCIR-Users-MONS-ODEL
[JDHHS-NCIR-Users-MCCR-MONR
[JDHHS-NCIR-Users-LOFU-MCCO
[ DHHE-NCIR-Users-KIRL-LOFT
[JDHHS-NCIR-Users-JOAO-KIRK
[J DHHS-NCIR-Users-HOUD-JOAN
[JDHHS-NCIR-Users-HAY O-HOUZ
[JDHHS-NCIR-Users-GROE-HAYN
[ DHHE-NCIR-Users-GANU-GROD
[JDHHS-NCIR-Users-EURZ-GANT
[J DHHS-NCIR-Users-DET-EURY
[JDHHS-NCIR-Users-COW.I-DETW
[JDHHS-NCIR-Users-CHAW-COWI
[J DHHE-NCIR- Users-BUCL-CHAY
[JDHHS-NCIR-Users-BOKF-BUCK
[J DHHS-NCIR-Users-BALE-BOKE
[JDHHS-NCIR-Users-AAAA-BALD
TS-EDM-Users
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7. You will see a message that says “"Subscription Successful”.

3 COREid Group Manager - Microsoft Internet Explorer,
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8. You can now logout of NCID.

9. You will receive an email from yourself with Subject: Subscribe
to Group, with the following comment:

You have successfully registered into the EDM users
group. Before you can access the EDM (Documentum)

or PC (eRoom) applications, your local administrator
must activate your account.

10. Go back to your email. Send an email to its.edm@ncmail.net.
State your NCID login name and the organizational group your
are in. Example: My NCID login is |jmarks and my
organizational group is CPRM Service Desk. Linda J. Marks.

11. After you send the email, the EDM Administrator will activate
your account. You will get an email with Subject: EDM Account
Activated, which contains the URL for Documentum and some
further instructions. You can now use your NCID login and
password to access Documentum.
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